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Entering/Adjusting Manual Encumbrances

Entering/Adjusting Manual Encumbrances Overview

You can create and make adjustments to manual encumbrances. Once they are created, the
journal entries will need to be reviewed, approved and posted similar to the General Accounting

process.

Enter/Adjust Manual Encumbrances Lesson
Procedure

In this lesson you will learn how to enter/adjust manual encumbrances.

ORACI—E. JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu =0

HUNT, ETHA|

Training Guide
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Welcome!
Open Applications
You have no running applications, The EnterpriseOne Menu contains several links to the applications.
These links will always he atthe |ef ofyour screens, no matter what application you are using.
You can also hide the menu when you need more space for your work,
Fast Path
1]
[ Favorites
I Content Development Toals
I+ EnterpriseOne Menus
[ Muobile Sales Menus
[> Power User Tasks
[» State of Mebraska
b Roles
[ Actions
[ Preferences
Dane J Trusted sites R N1
Step Action
1. Click the State of Nebraska link.
State of Nebraskal
2. Click the Budget link.
3. Click the Enter/Adjust Manual Encumbrances link.
[Enterifdjust Manual Encumbrances|
4, Click the Enter/Adjust Manual Encumbrances link.
[Enterisdiust Manual Encumbrances|
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ORACLG’ JD EDWARDS ENTERPRISEONE

EnteriAdjust Manual Encumbrances - Work With Journal Entries

Adminiatrati

Selsct Find  Add  Copy Delts Coss Row Report Tools
v @ +
Batch Number i Batch Type [ Dacurnent Type [+ [ models
Ho records found. Custormizs Gric a
0 Document Document Doc GIL P Ledger  Reverse  Refert
Type Humber Fd Date H Explanation Type orVoid 1
< 2
Done [ " Trusted sites G v W0 v

ViCEs

Step

Action

Click the Add button.

[+]

ORACLG’ JD EDWARDS ENTERPRISEONE

EnteriAdjust Manual Encumbrances - Journal Entry

OK  Delete Cancel Form  Row  Tools

B 0 X 0 B k&

Batth Nurmber 1993505 [Cntodel Oeercent Oreverse

Doc TypeiMo/Ca || Q | GIL Date

Explanation * | Ledger Type FE
Records 1- 1 Custormize Grid a
@ Account Subledger Subledger

Account Humber * Amount Description Type Subledger Description Remark
o | I || I L
« | >
Remaining Amount
Done [ + Trusted sites G v Wloen v
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Step Action

6. Click in the third field Doc Type/No/Co fields.
Enter the fund number into the third Doc Type/No/Co fields.

8. Enter J9 in the first field of the Doc Type/No/Co fields fields if this is a prior year
obligation.

9. Press [Tab].

10. Enter the current date into the G/L Date field.

11. Click in the Explanation field.

12. Enter the explanation into the Explanation field.

13. Change the Ledger Type field if necessary. It defaults to "PB".

14. |Click in the Account Number Tield.

15. Enter the account number into the Account Number field.

16. Press [Tab].

17. Type debit or credit dollar amount, as needed, into the Amount field.

18. The Subledger Type and Subledger fields are optional.

ORACI—E- JD EDWARDS ENTERPRISEONE

Enter/Adjust Manual Encumbrances - Journal Entry DE=
Ok Deets Cancel Form FRow Tools
T x B B &
Batth Number 1993505 [Cnodel Oeercent Oreverse
Dac TypeiMa/Co 10000 GIL Date 12/24/2009
Explanation * TRAINING EXAMPLE Ledger Type FB
Records 1-2 Customize Grid =]
0 & Account Subledger Subledger
Aceount Humber * Amount Description Type Subledger Description Remark
F 55025009.471100 150 SALE OF SERVICES
¥
< >
Remaining Amount
Done [ + Trusted sites fh v Hioowm <
Step Action
19. Press the down arrow key on your keyboard and enter additional lines as necessary.
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Step Action

20. Note: Remaining Amount should equal the total of your encumbrances. A manual
encumbrance is not a balanced journal entry transaction thus an amount will appear
in the Remaining Amount field in the transaction window. This entry reserves the
appropriation and does not record on the general ledger. After the transaction is
approved and posted it will appear as an encumbrance in the allotment status and the
budget status.

ORACI—E- JD EDWARDS ENTERPRISEONE

EnteriAdjust Manual Encumbrances - Journal Entry
OK  Delete Cancel Form  Row  Tools
g x 0 B
Batch Murnber 1993505 [iiodel Oeercent CReverse
Dot Type/No/Co | | 10000 GIL Date 12/2412009
Explanation * [TRAINING ExAMPLE Ledger Type FB
Records 1-2 Custormize Grid a
0& Account Subledger Subledger
Account Humber * Amount Description Type Subledger Description Remark
| 65025009.471100 150.00 SALE OF SERYICES
] [l
< >
Remaining Amount 150.00
Done [ + Trusted sites G v W0 v

Step Action

21. Click the OK button.

=]
22. Record the batch number.
23. Click the Cancel button.

%]
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ORACLE, JD EDWARDS ENTERPRISEONE

HUNT, ETHA|

EnteriAdjust Manual Encumbrances - Work With Journal Entries
Select Find  Add  Copy Delte Cose Row Report Tools
v @ + B 0 X BE B B
Batch Number Batch Type [ Dacurnent Type [+ [ models
HNo records found. Custormizs Gric a
Document Document Doc GIL P Ledger  Reverse  Refer:
O Type Humber Fd Date H Explanation Type orvoid 1
) ¥
Done [ " Trusted sites G v W0 v

Step Action
24, Click the Close button.

%]

Notify the individual in your Pre-audit/Post group that the encumbrance is ready to
be APPROVED and POSTED!

25.

You have successfully completed this lesson.
End of Procedure.

Review/Approve/Post Manual Encumbrances Lesson
Procedure

In this lesson you will learn how to review/approve/post manual encumbrances.
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ORACI—E’ JD EDWARDS ENTERPRISEONE

Adminiztrat I'ﬂEef VEOES

EnterpriseOne Menu =0
Open Applications
You have no running applications.

Welcome!

The Enterprise0ne Menu contains several links to the applications

> Content Development Tools
I EnterpriseOne Menus

[ Wuobile Sales Menus

[» Power User Tasks

[ State of Mebraska

I Roles

[ Actions

[ Preferences

Open New Window These links will always he at the left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work,
Fast Path
L]
[ Favorites

Done / Trusted sites

43 v Hioow -

Step Action

1. Click the State of Nebraska link.
|State of Mebraskal

2. Click the Budget link.

3. Click the Enter/Adjust Manual Encumbrances link.
[Enteritdjust Manual Encumbrances|

4, Click the Manual Encumbrances Review/Approve/Post link.

Manual Encurnbrances ReviewrApprovelPost
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HUMT, ETHAN

ORACI—E’ JD EDWARDS ENTERPRISEONE

Manual Encumbrances ReviewiBpproveiPost - Work With Batches

Select  Fir Fr ools
v @ X 0 B &

Batch Mumber/ Type

@ Unposted Batches

No records found.

G

O Posted Batches

[

O Batch Batch Batch Batch
Type Humber Date: Status

Status Difference
Description

GENERAL ACCOUNTING

O All Batches O Pending

Cugtomizecrid & @

—

Difference User

Documents Amount 1]

Done

[ " Trusted sites Gy v H00w -

Step Action

5. Click in the Batch Number / Type field.

|*

6. Enter the batch number into the Batch Number / Type field.

Note: In the QBE line, enter "G" in the Ledger Type and your user logon in the
User ID fields to narrow the search for the classroom.

8. Click the Find button.

9. Choose the Document Type row desired by clicking the check box next to it.

=]

10. Click the Row button.

11. Click the Batch Approval menu.

[ Batch Approval
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ORACLE, JD EDWARDS ENTERPRISEONE

Manual Encumbrances Review/ApproveiPost - Batch Approval o
OK  Cancel Form  Tools
8 X L3
Batch MumberType 1903505 G

© mpproved - Batch is ready to post

@ Pending - Bateh is not ready ta post

Done

[ " Trusted sites Gy v H0w -

Step Action

12. Click the Approved - Batch is ready to post option.

13. Click the OK button.
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ORACLE, JD EDWARDS ENTERPRISEONE

Manual Encumbrances Review/Approve/Post - Work With Batches

Select Find  Close Form  Row  Tools

v @ X 0 B &

Batch Nurnber / Type [togzsos 6| GENERAL ACCOUNTING
@ Unposted Batches O Pasted Batches O Al Batehes O Pending
Records 1-1 Cugtomizecrid & @
Bateh  Bateh Bateh Balch  Status Difference Difference user
Type  Humber  Date Status  Description Dacuments Amount [
G 1993505  12/24/2009 A APPROVED 1- 150.00- NISBSVIK

Training Guide
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Done

[ " Trusted sites

43 v Rioow -

Step

Action

14.

Click the Row button.

15.

Click the Post by Batch menu.
| Past by Batch |
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ORACLE, JD EDWARDS ENTERPRISEONE

Adminiatrati

ViCEs

Printer Selection
O Cancel Form Tods

B X B &

Printer Selection  Print Property  Document Setup  Advanced

Frinter Name

|QGFUONEWORLD_A
Frinter Location

|HERE
Printer Model |LA5ER
Murnber of Copies 1 Range: 1- 85599

Done

[ " Trusted sites

-

 100%

Step Action

16. Click the OK button.

ORACLG’ JD EDWARDS ENTERPRISEONE

Manual Encumbrances ReviewiBpproveiPost - Work With Batches
Select Find  Close Form  Row  Tools

v @ X 0 B &

Batch Nurnber / Type [togzsos 6| GENERAL ACCOUNTING
@ Unposted Batches O Pasted Batches O Al Batehes O Pending
Records 1-1 Cugtomizecrid & @
Bateh  Bateh Bateh Balch  Status Difference Difference user
Type  Humber  Date Status  Description Dacuments Amount [
G 1993505  12/24/2009 A APPROVED 1- 150.00- NISBSVIK

Done

[ " Trusted sites

s

 100%

43 -
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Step Action

17. Click the Close button.
18. You have successfully completed this lesson.

End of Procedure.
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